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BACKGROUND

In the past, a State Procurenent Bulletin encouraged the use of certain
mnority vendors and specified other vendors for the purchase of airfare and
related travel services. This Bulletin has since expired. This Accounting
Policy has been devel oped to establish DHFS gui delines for the purchase of
airfare.

PCLI CY

DHFS organi zati ons may use whatever vendor they choose when purchasing air
travel as long as proper purchasing procedures are foll owed.

PROCEDURES

1. Choi ce of Vendor. DHFS may use various vendors when consi dering
purchasing air travel. Consideration should be given to certified
mnority vendors as directed by section 16.75 (3m (b), Wsconsin

Statutes. It is reconmended we utilize vendors as a full service

resource.

2. Use of Purchase Orders.

a. For airfares of $5,000.00 or nore, issuance of a purchase order is
required. DHFS organizations are to use purchasing procedures
prescri bed by the Departnent of Adm nistration, Bureau of
Procurement, in the State Procurenent Manual , Section PRO D 32.
This section requires agencies to use their best judgnment in
accepting an airfare fromeither a travel agency or a comercia
carrier and encourages an agency to obtain two or nore quotes.
VWhen obt ai ni ng and comnparing quotes, agencies are to use
consi stent requirenents for dates and tinmes of departures and
desti nati ons.

b. For airfares |less than $5,000. 00, DHFS organi zations are

encouraged to use the VISA purchasing card (P-Card) to purchase
airline tickets. Sinplified bidding procedures may be used as

verification of |owest available fare. It may be beneficial to

contact nore than one vendor to secure a lower airfare
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3. Payment of Services. Paynent for services will be made directly to the
respective travel agency. |If the P-Card is used, follow the P-Card

pr ocedur es.

REFERENCES

W sconsin Statutes, section 16.75 (3M (b)
State Procurenment Manual PRO D32, Procurenent of Transportation

CONTACT PERSONS

Payment and Fi scal |ssues

Harl an O son

Accounts Payabl e/ Preaudit Section
(608) 267-9301

P-Card | ssues

Gary G aham

Pur chases and Services Section
(608) 264-9890



